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During FY 78: Region I (Bemidji), Rebion V (Rochester) and Region VI
(St. Paul) -- in addition to selected specialists from the other Regions
and DNR Central Office —- provided 450 man-days of service following floods
and tornadoes.

Architectural planning and engineering services got under way during
the Biennium for the new Regional Headquarters camplex in Region II
(Grand Rapids) and for a shop-warehouse building at the Region I Head-
quarters site at Bemidji. It is anticipated that these two buildings will
be campleted in FY 80. Studies are currently under way for a consolidated
Regional-Area office at Region III (Brainerd).

Regional Administrators will continue to emphasize public involvement

in local and statewide natural resource programs, through the collection
and dissemination of information. '

# # 4
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Acquisition and Exchange Section

The Bureau of Land's Acquisition and Exchange Section has two basic
functions:

Land acquisition involves the acquiring of land for state parks,
trails, forest management, game management, fish management, public access,
scenic areas, and other purposes of the Department. This involves
obtaining the rights to the land whether it is in fee title, easement,
lease, gift or other category. To carry out the acquisition, the Section
is responsible for obtaining appraisals; negotiating with land owners;
handling relocation problems; obtaining surveys; and working with legal
staff, private interest groups, and local political subdivisions. This
includes maintaining files on all land acquisition transactions, whether
in process or completed, and preparing progress reports and other reports
relative to the land acquisition program.

As of June 30, 1978, rights (fee title, easement, lease, gift, etc.)
were acquired in 489 parcels of land totaling 38,552.32 acres at a cost
of $10,030,768.26.

Land exchange involves working with all disciplines of the Department,
Regional Administrators, counties, federal government, corporations, and
private individuals. Approximately 70 exchange proposals are received
per biennium, which are reviewed to determine whether they are in the
best interest of the state, and feasible as well as legally possible.

Land exchange provides the only real means of adjusting state ownership
patterns; consequently, exchange proposals are carefully reviewed. Pro-
posals having merit are reviewed by the Regional Administrator and his
staff for recommendation to the Land Exchange Board, which is the final
authority on all land exchanges.

During FY 78 and FY 79, 17 land exchanges were completed--involving-
1,992.87 acres valued at $178,001.57.

Records, leases, & Sales Section

Records

The primary responsibility of this Unit is to provide ownership
status and other pertinent data to all who request it, for each parcel
of state owned DNR administered land. This land comprises approximately
95 percent of the state owned, state administered land. The records are
kept in abstracts, maps, card files and a data processing system, which
covers all the foregoing lands, plus tax-forfeited land in all counties
which administer significant acreage. The state ownership records con-
tain 5,231,000 acres owned, and 3,488,000 acres which have been sold.
Tax forfeited land totals approximately 2,900,000 acres of which 2,855,000
acres are on the data processing file.
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The DNR Field Offices, Regions and Areas are provided annually with
updated sets of microfiche which list every description of land which
is either all or partly state owned DNR administered, and the tax-forfeited
land which is state owned, county administered.

Lieu tax payments from Game Lands to the counties are calculated by
this Unit. Payments for 1976 and 1977 totaled $289,723.00 Payments to
Chisago and St. Louis counties from special legislation for park land
acquisition are also calculated, with $61,424.00 having been certified
for payment during the Biennium. ‘

State Land lLeases

The purpose of leasing land is to provide a means for the public
to make use of State Lands for private or commerical purposes when by
law or by policy the Department is restricted in the sale of the land.

DNR's Bureau of Land is charged with responsibility for the adminis-
tration of the surface leasing of state lands. (State land is defined
as those lands which are under the control of the Commissioner of Natural
Resources.)

State lands are leased for various purposes, the most common
being for: utility rights-of-way, lakeshore and hunting cabin sites,
agricultural purposes, gravel removal and roadways. Before any leases
are issued, future development of the land is considered.

As of June 30, 1978 the Bureau of Land was administering a total of
8,085 leases. This is an increase of 2,300 leases from the previous
biennium. Revenue from state land leases amounted to almost $982,000.00.
Revenue increased 70 percent from the previous biennium. This increase
is due to an expanded lease program, updating lease fees, collecting
50-year fees for utility crossings, and increasing lakeshore fees to more
realistic values.

State ILand Sales

The purpose of sale of state lands is to provide for disposal of
state lands that are considered better suited for private development
and are surplus to state needs for conservation purposes.

Trust Fund land sales in FY 78-79 were held in two counties, and
totaled 482 acres, plus 9 platted lots. Total income from these trust
fund land sales, plus previously existing land sale contracts, was
$116,203.

Consolidated'Conservation Area land sales and existing land sale
contracts brought in $244,831 in the Biennium.

Condemnations on state owned Department of Natural Resources
administered land brought in $158,663.

Total income from disposition of land was $519,697.



3 Public sentiment at the present time dictates a marked reduction

in the sale of "state land." The Department has complied with the wishes
of the public and drastically reduced the acreage of land being offered

| for sale. Neither the attitude of the public, nor that of thé Department
' is expected to change significantly in the next biennium.

Gross revenue for the sale, lease, and granting of easements on
state land through the Bureau of ILand was $1,501,430 for the Biennium.

J From the revenue received in the first quarter of Fiscal Year 79 it
i is conservative to state that revenue for FY 80-81 will significantly
) exceed the FY 78-79 totals. '

DNR IAND INTERESTS ACQUIRED

JuLy 1, 1976 to JUNE 30, 1978

Public Access Areas 22 61.61 $ 139,160.00
Fisheries Areas = 103 588.37 436,604.00
Forestry Areas 41 4,196.60 1,212,141.67
Wildlife Management Areas 145 19,312.67 3,624,865.05‘
Parks and Recreation Areas 178 14,393.07 4,617,997.54

Totals 489 38,552.32 $10,030,768.26




IAND EXCHANGES COMPLETED; JULY 1, 1976 - JUNE 30, 1977

Exchange Class State County ' Private Federal Date File

No. Name A,B,C Acres Value Acres Value Acres Value Acres Value Completed
341 Henry J. Teiken, Jr. A 7 840 10 $ 850 8-10-76
B52 Seaman Paper Co., & Cass Co. B 240  $24,468.60 240 24,936.71 : 8-9-76
293 Caleb Tentis A 8.5 406 3.5 418 9-22-76
B56 Boise Cascade & Koochiching B 10 650.00 10 388.70 9-22-76
316 Hulda Ferm A 160 7,962 160 8,014 12-27-76
326 Donald Landin A 7 315 7 315 12-27-76
350 Vern Goetzinger A 2.40 600 . 2.40 600 1-3-76
B54 Delbert Anderson & Itasca B 20 4,075.00 36 4,075 2=-23-77
335 John & David Iund A 40 1,196 60 1,200 - 3-11-77
B57 Howard Flategraff & B 80 8,565.25 80 8,676.99 4-8-77

Cass County
354 Boise Cascade C 2.05 4,800 3.19 4,800 6-20-77
B55 Topeka Land Co. & Itasca B 185 20,941.50 326.30 21,000 6-13-77
County
Class "A" Land ‘ Class "A&C" Land
Total exchanges completed 6 Total Exchanges Completed None
Total acreage of state land exchanged 224.90
Total value of state land exchanged $11,319
Total acreage of private land exchanged 242.90 Class "C" Land
Total value of private land exchanged  $11,397
Total exchanges completed 1
Class "B" Land Total acreage of state land exchanged 2.05
Total value of state land exchanged $4,800.00
Total exchanges completed 5 Total acreage of private land exchanged 3.19
Total acreage of county land exchanged 535.00 Total value of private land exchanged $4,800.00
Total value of county land exchanged $58,700.35
Total acreage of private land exchanged 692.30 State-Federal Land
Total value of private land exchanged $59,077.40 ,
Total exchanges completed None

- 84 -



TIAND EXCHANGES COMPLETED; JULY 1, 1977 - JUNE 30, 1978

Exchange Class State County Private Federal Date File

No. Name A,B,C Acres Value Acres Value Acres Value Acres Value Completed

B60 Crow Wing Properties B 80 §7,295.94 80 $7,351.38 1-13-78
& Cass County

P58 Arthur Tieden & Hubbard B ‘ 11 1,189.80 20 1,321.80 3-10~78
County .

B62  Oakley Robinson & B 39.2 4,560.50 40  2,916.40 7-24-78
Aitkin County

B64 Gary Bjerke & Clearwater B ‘ 10 1,403.00 10 1,403.00 7-24-78
County .

B59 John Silta & Itasca B 1.11 222.00 1.22  244.00 10-14-77
County :

Class "A" Iand

Total exchanges completed None Class "A&C" Land

Total exchanges completed None
Class "B" Land
Total exchanged completed 5 Class "C" Land
Total acreage of county land exchanged 141.31
Total value of county land exchanged $14,671.24 Total exchanged completed None
Total acreage of private land exchanged 151.22

Total value of private land exchanged  $13,236.58
} State~-Federal Land

Tbtaldexchangés completed - None

- 85 ~
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ENGINEERING

The Bureau of Engineering, comprising a staff of professional
engineers, land surveyors and landscape architects supported by archi-
tectural and engineering technicians, clerical and stenographic personnel,
provides professional service support for DNR programs. These include:
feasiblity studies on proposed developments; designs, plans, and speci-
fications for a wide variety of natural resource developments; conduct
of land and topographic surveys for state lands and lands proposed for
acquisition; preparation of property plats and legal descriptions for
land acquisition; and providing graphic services for the preparation of
maps, signs, charts and displays.

The Bureau achieved the objectives as set forth in the 1976-77 Biennial
Report for the period of September 1, 1976 to June 30, 1977. During the
current biennium, from July 1, 1977 to October 1, 1978 the Bureau has had
177 projects under construction at a value of more than $2.8 million. For
the remainder of the current biennium the Bureau is projecting to have 140
additional projects under construction, at an estimated value in excess
of $5 million.

In addition to the construction work, the Bureau contemplates providing
the requested professional services on more than 400 other projects and
programs for the Department during the biennium; for land acquisition surveys,
graphic services, feasibility studies, and others. By October 1, 1978 the
Bureau had completed 107 land surveys for the DNR and contemplates com-
pleting 75 additional by the end of the biennium.

_ Scme of the more significant projects and programs that the Bureau has
been involved in this biennium are as follows:

*Completion of the development of facilities at the St. Croix Wild
Rivers State Park at a cost in excess of $1.5 million. The park
was opened to the public on October 1, 1978.

*Development of accessibility facilities for the handicapped in
State Parks. More than $750,000 in state and federal funds

was utilized to improve handicapped accessibility in 40 state
parks. Included in the program was improved accessibility to
sanitation facilities, development of new trails, handicapped-
useable picnic tables and elimination of architectural barriers.

*Continued progress was effected in conducting land surveys for the
acquisition of lands under the Resource 2000 program. ‘

*Provided the mapping and graphics for the printing of about 60
park maps, 9 forest maps and 7 corridor trail maps. These are
published by the DNR for use by the public.

The Bureau of Engineering is continuing to improve its professional
services to the Department; and thus to the citizens of the state.
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FINANCIAL MANAGEMENT

The Bureau of Financial Management provides the following support
services to the operations and management of the Department: general
accounting, accounts payable and receivable, auditing, budget control and
preparation, complement control, financial advice and consultation, pay-
roll, revenue forecasting, reports distribution and other services.

Accomplishments and Performance Indicators

F.Y., 1978 F.Y. 1979
Annual Spending Plans (coordinate
preparation - APID's) 170 170
Cost Centers BAnalyzed (AID's) 930 1,000
Invoices Processed (paid) 19,700 20,500
Payroll (employees per pay period) 2,500 2,500
Receipts (all sources) S 30,913,302 S 34,478,148
Direct Appropriations
General Operations and Management S 44,419,708 $ 45,786,449
Other/Supplemental 5,045,000 (1) 470,000
ICMR 9,458,059 (1) 1,828,809 (1)
Resource 2000 Land Acquisition 28,865,148 (2) -
Capital Budget 3,300,840 (3) -
Total , $ 91,088,755 S 48,085,258

(1) Biennial Appropriations

(2) Includes $3,565,148 balance forward from 1975 session.

(3) Includes $2,579,950 appropriation to Commissioner of
Administration for DNR projects.

Authorized Complement
Maintained (total): '
General 853 847 (3)

Game and Fish 484 478 (3)
Special Revenue 18 o 18
Gift and Deposits 2 2
Federal 42 40
Total 1,399 1,385

(3) Reflects 2% complement reduction (27 p081t10ns) in campllance
with the Governor's Task Force on Waste and Mismanagement.

Federal Indirect Cost Rate None 31.3% (4)

(4) The DNR Bureau of Financial Management successfully negotiated
with the U.S. Department of the Interior, Office of Audit and Investigation,
for an approved indirect cost rate of 31.3% for all divisions within the
Department. This rate is effective for the period from July 1, 1978 through
June 30, 1979.
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PERSONNEL

The decentralization of certain Bureaus' functional responsibilities
to the Regions was accomplished to the extent possible—-as projected during
the 1976-77 Biennium. This delegation of authority to Regional Business
Management has improved the personnel services to the Department and its
employees as anticipated, particularly in the timeliness of the flow of
personnel transactions. Efforts toward further refinement of the Department's
system of processing personnel transactions will continue, with particular
emphasis on greater utilization of computer procedures.

A significant portion of the Bureau's staff time continues to be
devoted to labor relations matters. The Bureau was instrumental in con-
ducting negotiations with the Conservation Officer's Association for a new
contract covering the terms and conditions of employment for its members
for the two-year period beginning July 1, 1977. Negotiations for a supple-
mental contract with Council No. 6 in conjunction with the union's master
contract with the State were conducted during this same period. The
Personnel Director represented the Department on the State Negotiating
Team during the new master contract negotiations. Extensive training for
Department managers and supervisors on administering the provisions of the
new contracts was conducted prior to their effective date of July 1, 1977.
In addition, further training in corrective discipline and the handling of
grievances was held for managers and supervisors, during the first year of
the new contract.

Negotiations currently are under way for the master and supplemental
agreement with Council No. 6, as well as the agreement with the Conservation
Officer's Association for the two-year period beginning July 1, 1979. Once
the contracts have been ratified, training on administering the new agree-
ments will be conducted for Department managers and supervisors; probably
during the months of May and June, 1979.

The DNR Training Section, whichwas in its infancy at the time of the
last Biennial Report, has shown impressive growth and now is a viable activity
influencing every employee of the Department. Prior to Fiscal Year 1978, .
Training Orders were developed and approved covering Training Plans, Policies,
and Procedures. These orders were promulgated and implemented via Training
Board representatives covering each Discipline within each Region.

During Fiscal Year 1978 the Training Board proved unquestionably their
value in a wide variety of ways, ranging from developing and conducting
orientation sessions to identificationof training required for advancement.
Administrative changes also improved the effectiveness of training during
this period. Through the development of the DNR Training Center at William
Mitchell College of Law, access is assured to cost efficient training space
for any type session. This was made possible by budgetary adjustment, which
made leasing of space possible while simultaneously providing funding for
courses. These funds allowed DNR Training to provide more than 6,000 hours
of Supervisory training and nearly 3,000 hours of clerical training, beyond
that offered by the Department of Personnel. 2An additional 32,000-plus hours
of technical training were provided the Disciplines during Fiscal Year 1978.

The thrust of DNR Training will continue in four distinct directions:
Management/supervisory Training, Technical Training, Efficiency Training and
Career Development.
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AFFTRMATIVE ACTTION

The Department's Affirmative Action Program showed dramatic and
positive results during the Biennium.

Prior to the appointment of an Affirmative Action Officer(January
1977) a fourth quarter report in 1976 showed DNR ranking 2lst in affirma-
tive action compliance among 22 major State departments and agencies.

At that time, DNR had 18 minorities, or 1.5 percent of the Department's
‘off=-season workforce of 1,205; and 178 females, or 14.7 percent of the
workforce.

By the first and second quarters of 1978 the affirmative action
program showed significant proportionate gains in minority and female
employees; peaking at 197 minorities, or 6.2 percent of the total work-
force; and 949 females, or 30 percent of the DNR workforce.

At the beginning of 1977 a programmatic approach to affirmative
action was established, based on management by objective and resulting
in the sharing of the responsibilities of affirmative action compliance
with unit managers and supervisors. For the first time, unit managers
were rated on their affirmative action compliance, by the Commissioner
of Natural Resources, greatly accelerating individualized management and
supervisory interest in affirmative action.

New affirmative action policies and procedures were developed by
the Affirmative Action Director in early 1978, approved by the Commissioner
and engineered by the Special Assistant to the Commissioner, who in
January 1978 assumed direct supervision responsibility for the Affirmative
Action Director. The affivmative action functions were transferred from
the Bureau of Personnel to Administration, with more direct authority
from the Commissioner's Office.

The new affirmative action policies and procedures established rigid
checks and balances in compliance; with appropriate rewards and penalties.
All DNR unit managers were required to prepare and submit for approval
a anmual affivrmative action plan. New interviewing procedures and guide-
lines were established. Accelerated emphasis was placed on pre-service,
on-the=job training, internships and in-service training programs.
Stronger emphasis was placed on outstate recruitment, covering major
colleges and universities with large minority and female enrollments.

DNR managers and supervisors assumed more responsibility for minority and
female recruitment. Activities of the Affirmative Action Committee were
increased, with a redefinition of its roles and responsibilities.
Affivmative action became a major criteria for promotions and achievement
awards for all DNR managers and supervisors. Also, greater emphasis was
placed on participation in career clinics and job fairs, to increase
minority and female youths' interest in natural resources careers; and
recruitment of minorities and female youth in the Department's Youth
Conservation Corps (YCC) program was accelerated to provide early exposure
to natural resource functions.
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These efforts resulted in the qualitative improvement of females
and minority status employees as reflected by categorical increases in
job classifications. The affirmative action report for the third quarter
of 1978 showed significant increases in the percentages of females and
minorities employed in management, supervisory, professional, technical,
office, operative, labor and service positions; and in training status.
Totals for the third quarter of 1978 showed 641 females, or 24.7 percent
of the Department total workforce of 2,229; and 98, or 3.8 percent
minorities in the workforce.

Further emphasis and acceleration of affirmative action is reflected
in the development by the Affirmative Action Director and Affirmative
Action Committee, and approved by the Equal Opportunity Division of the
State Department of Personnel, of a new Department-wide comprehensive
affirmative action plan concurrent with the statewide affirmative action
plan required by Minnesota Statutes 1978, Chapter 708.

Original goals for DNR's affirmative action program-—four percent
by job classification for minorities in the Metro Area, two percent by
job classification in outstate, 5.6 percent for females in management,
22 percent supervisory and 29 percent professional--were not reached as
of October 1978. These will be pursued during the remainder of FY 79.

Projected plans include human relations training for all staff

employees to improve the race and sex working climate, and interviewing
training for all persons involved in this activity on a regular basis.

COMMUNITY LIATISON

During the Biennium, the Department's Community Liaison Officer
has worked with the Red Lake Indian Reservation; the Minnesota Chippewa
Tribe, comprised of the Mille Iacs, White Earth, ILeech Lake, Fond du
Lac, Grand Portage, and Bois Forte (Nett Iake) Reservations; and the
Upper and Iower Sioux communities.

The monitoring of the Leech Lake-DNR Agreement continues, which
includes the upgrading and maintenance of enforcement equipment and the
continuing training and upgrading of enforcement officers.

A new project, a netting survey of walleye of the Ieech Lake area,
is under way; as well as the development of cooperative forestry and
wildlife management plans with the DNR.

The program to assist in providing identification cards for tribal
members is being extended to all reservations, including the Sioux
communities, and plans are in progress to provide definitive markings
for reservation areas.

Other projects in the planning stages include a standardized marking
ard tagging system of all animals trapped on reservation lands, and the
cross—deputization by the State of all certified Indian Conservation
Officers.
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FIEID SERVICES

The Bureau of Field Services provides support for all department
personnel in the areas of equipment and supply purchase; equipment
fabrication, maintenance, repair and disposal; building maintenance and
repair, coordination of new buildings and building disposal; acquisition
of Federal Excess and Surplus Property and coordination of the Safety
Program.

Field Services provides expertise and purchases products for 1,434
personnel, located statewide. The activity places priority on providing
expertise in the numerous areas of service in order to minimize the
amount of time resource managers spend on support.

Activity objectives include:

*Purchase, maintain, repair and dispose of equipment on a
continuing basis. Reduce number of passenger carrying vehicles.

*Upgrade equipment by routing replacement of first action and
emergency type units down through the organization and thereby
disposing of the poorest.

*Acquire Federal Excess and State Surplus property for eligible
programs.

*Provide service in the areas of building construction, malnten-
ance and disposal.

*Reduce number of buildings.

*Coordinate the Department Safety Program.

*Modernize the Forestry short-wave radio system to tie in the
Department, in the interest of mutual aid between disciplines
for forest fire suppression and law enforcement activities.

*Tmprove consumable inventory control.

Field Services accomplishments during the Beinnium included:

Passenger carrying vehicles reduced by 30 in FY 79; self-propelled
equipment upgraded (by relocating replacements within the DNR) reduced
by 45 in FY 78; 40 in FY 79, with 60 projected for remainder for FY 79.

Reduction of buildings: Residences, 4 in FY 78; 3 in FY 79; 11 pro-
jected for remainder of FY 79. Offices, warehouses, garages: 15 in
FY 78; 20 in FY 79; 107 projected for remainder of FY 79.

Buildings acquired incidental to purchase of land: 130 in FY 78;
69 in FY 79 with 107 projected for remainder of FY 79.

Other significant accomplishments during the Biennium:

*Evaluated and rated all self-propelled vehicles annually to
determine condition, mileage and need.

*Conducted five equipment auction sales to dispose of used and
surplus.

*Acquired Federal Excess and State Surplus property for eligible
programs, including rural fire protection.
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~ *EBEvaluated all Department-owned buildings and developed print
out to provide data relating to type, location, size, occupants,
use and need.

*Conducted Task Force Study on Department buildings for recommend-
ations on need, consolidation and/or disposal possibilities.

*Maintained six Reglonal Safety Committees.

*purchased 316 short-wave radios as per legislative intent to
implement part of Forestry needs in Region I (Bemidji), Region II
(Grand Rapids) and Region III (Brainerd).

*Improved perpetual inventory card system and disposed of con-
sumable . surplus items.

LICENSING

DNR's License Center is located at 625 N. Robert St., St, Paul. The
Center's counter service averages about 200 customers per day; and as
high as 500 during peak periods. Game, Fish, Boat licenses and Snowmobile
registrations, park stickers, duck stamps and Leech Lake stamps are sold
at the counter. Hours are 8 a.m. to 5 p.m. and a full staff is maintained
during the lunch hour to provide better service to the public.

The addition of 10 new Deputy Registrars, who act as agents of DNR in
the registration of boats and snowmobiles, brings the total to 147 through-
out the state. When applications are made through Deputy Registrars, the
individual is given a 30-day permit to operate the boat or snowmobile
until the License Center processes the applications. Reports are submitted
daily to the Center and it requires about 10 days to process and mail
back registrations and licenses to owners along with a copy of the current
laws and regqulations. Approximately 200,000 boat licenses and 80,000
snowmobile registrations are processed annually.

The License Center distributes all fish and wildlife licenses for
the DNR. They are shipped to the 87 county auditors, then distributed by
them to the 3,400 agents throughout the state. Improvement has continued
on computer programs, insuring more rapid service to the public and
accurate audit trails as required by public examiners.

The Center produces approximately $18 million in annual revenue:
$14 million from fish and wildlife licenses; $4 million from snowmobile
registrations and boat licenses. This is an increase of nearly $7
million in the past two years.

At the present time, Minnesota ranks first in the nation in snowmobile
registration, third in boat licensing, and seventh in the number of game -
and fish licenses issued. It ranks first in the number of non-resident
licensed anglers.

MANAGEMENT INFORMATION SYSTEMS

In addition to monitoring, maintaining and updating more than 50
continuing computer applications during FY 78 and FY 79, the Bureau of
Management Information Systems assisted in preparing a long-range computer
plan for the Department. The Bureau monitored the computerized portion
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for the selection of moose, turkey and antlerless permits; representing
a combined total of some 200,000 entries. The Bureau also developed a
new system for the LAWCON (Land and Water Conservation) Project
Accounting, to be used for federal reimbursement.

During the remainder of FY 79, the Bureau anticipates (in addition
to the 50 as of October 1, 1979) four additional computer applications
to monitor, maintain and update. One of these will involve the Fish and
Wildlife Accounting System.

The Bureau also anticipates researching new methods of handling the
selection process of moose, anterless deer and wild turkey permits to
more efficiently handle the increased volume of entries. - The antici-
pated planning will be within the present budget restraints.

RECORDS AND OFFICE SERVICES

Office Services was assigned the project of the Governor's Forms
Reduction Program in April 1977. By June 3, 1977, Phase I was accomplished;
1,736 forms were collected from all DNR disciplines and sent to the
Forms Control Unit, together with data input sheets for 1,573 forms.

A total of 163 forms were eliminated immediately and work began on the
1,573 forms.

Mail deliveries were increased from two to three daily to provide
more efficient service to the Third Floor-Centennial. A bulk mail
pickup system was developed from Central Office to Regions and Regions
to St. Paul, to effect a cost savings in postage.

There were 1,956 additions to the Department's non-expendable
inventory, 936 deletions and 1,910 internal transfers.

The Section began a biennial mail survey cost analysis in FY 78 to
assist Department disciplines in postal budgeting. The Section
operated a state vehicle at minimum cost to the State by objectively
reviewing daily usage.

Phases IT and III of the Governor's Forms Reduction Program were
completed in FY 78 with 184 additional forms deleted.

A total of 2,133 items were added to the Department's non-expendable
inventory, 946 deleted, and 1,393 internal transfers made.

Operation I.D. (the marking of DNR sensitive equipment) was completed
in FY 78. All sensitive equipment properly marked can now be specifically
identified to DNR should it be necessary.

The total number of items on the non-expendable inventory as of
October 1, 1978 was 27,021 and included 328 additions. A total of 317
items were transferred internally and 264 deleted.

The mail pickup and delivery to the Space Center Building was
increased from one to three per day. The mail survey analysis has been
continued in FY 79.
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A survey was made on incoming telephone calls at the DNR Centennial
Building Reception Desk. An average of 330 calls are received per day,
and as many as 449 calls were answered in one day by one person.

It is anticipated that the mail survey analysis will be completed
by June 30, 1979. The Department will then know what amounts of postage
are used by each Division and Bureau for the 1978-1979 biennium. Results
of this survey will be used for budgeting purposes.

The Records and Office Services Section anticipates monitoring of
all new forms initiated by DNR and continuing the forms reduction program
by combining forms and working with the Forms Control Unit of the
Department of Administration.

Monitoring of copy machine usage will continue, and instructions and
training on the use of the two Xerox machines in the Centennial Building
will be intensified in order to comply with the Governor's request to
reduce the number of copies made, by 14 percent.

Office Services will continue to provide the essential services and

assistance to the various units of DNR, and provide informational
assistance to the public. ‘

[N






